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APPLICATION FOR RECORDS RETENTION SCHEDULE G D I Ao U CES

RECORDS MANAGEMENT UNIT

For instructions on compieting this form contact DHR Records Managerment U‘nit, 47 Trinity Avenu'e; Atlanta, Georgia
30334. Phone - {404) 656-4976 GIST: 221-4983

DHR 1. Depanment Address: . o . ARCH]VES AND HISTORY
Application Date Georgia Dept. of Human Resourées [ Application Number ~~ ~ — *
| Sept. 26, 1978 | Div. of Family & Children Services -/- 8"' 2_3 o
App!lcatlon Number FOOd S t amp S ec tion - 2nd FlOOI‘ _égéql:ne_ée_]-\‘p—ed—- Date CQmpleted T
DHR-59 618 Ponce de Leon Ave., N. E. 1978 0cT
R .. | Atlenta, Ga. 30306, ... . b .~ § 1978 _
2. Person to Contact ) Working Titie Tetcphone Number 7
Ioretta S Krllg-lt T T I T T %cmt@-/mj-;s—%:—,%gi—,g,—,—t oI A :_:8*9:4"4**2_4@;:

3. Actlon Requested
_a. EEstablish Retention Schedule; record will continue to accumulate.
b. O Dispose of present accumulation; no further accumulation anticipated, .
¢. JAmend Application No. oo ___ Check One: [J Change; [ Supercede; [ Void

4, Dates of Series 5. Records Series Title ffollowed by title used in office, if different)

Earliest Latest . )
1976 Fo present Food Stamp Progeam Federal Audit Files
6. Division and Office Function " 'What is the function of the Division and the Office in which this record series is created?
The Division of Family & Children Services, through the leadership of the
Director, is responsible for administering, supervising, and tegulating ser-
vices to indigent children, adults, and families, State-wide; for serving as
liaison with the Regional Office of HEW concerning the status of the State
Social Service Plan and for clearing pblicy queéstions; and for working with
other DHR O0ffices and Divisions to resolve problems affecting the operation
of the Division of Family & Children Services. ‘

The Food Stamp Section is responsible for administering the Food Stamp Program
which includes: ordering, receiving, distributing (issuances), accounting,
reporting, storing, and security and control while the food coupons are a
liability of the State or County agency; providing consultative and techni-

7. Records Series Description Th:s file contanns the fq!lowmg documents {mclude form numbers and titles, if any):  Attach samples of the file.

Documents relatingto: maintaining records for_the Federal audit of books and records
for County Food Stamp Programs State-wide,

Includedare: audit report of findings as to deficiencies, and recommendations for
correction and prevention of recurrence of the deficiencies (for each
county); response as to action taken by each county to correct deficien-
cies; form 808 (old no. DBP/APS(4)-108) [Food Stamp Program Report of
Claim Determination]; notation for closing each file when all deficien-
cies cited in the auditor's report have been corrected; and all related
correspondence.

Fite isarranged: alphabetically by county.

Y

8. Monthly Reference Rate i ) How often are records referred to which are:
One to six months old _5;6 g Seven to twetve months oid 2:;1_ ;  Thirteen to twenty-four monthsold __ 1l ;
tweggt'\?-five monthsendolder —_1_i= . ? .~ ‘_ o . '
Q_A_IGUaTRa;;f—Rccumulauon or Records - - T o o T o T
Letter -size drawers _1 —_———— Lega!-size drawers -— . ; Shelves . _ ; Other Specify) _ ____ . _. R
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YES 'NO 10. Questionnaira  {Place an X" in the proper column) ~
x® a. s this the official copy of the series? oI PR
If not, where is it?
b. Does the series contain confidential information requiring security handling? If ves, cite law or regulation.
‘__E . - _ - o _--_v’ - ) . = -- EN — . -
5 €. Is this a vital record? ‘ ] ]
X d. Does this series have historical or long term research value? B
' e. When one or two documents in the file make it nemssary to keep the entire flle for a Iong penod oould these documents
X be scheduled separately? ! :
X !!s t% jnf tian mg-tamod in thns series ever publlshed? If yes, attach copy. :
) - Ty Wk T T T T T T T T T T T L T T T e 1
Is thefnforination cohtaifed in this series ever ana!yzed and/or recorded in a summarized report?
x If yes, attach copy. . .
h. Is there a duplication of this series in your office, or in another office or agency?
x| | __ Myeswhere? USDA Regional Office and Washington Office.
% l. 1s thisseries for a ma;or portion of n) regularly mucrohlmed?
X i. Does the record senes result ina computer pnmout? o o
11. Retention Requirements ' The followmg requires the series to be kept
a, State Law —_— . _ years. d, Audit'period —_ ._.._YEars,
b. Statute of limitation —_— _years. - 8 Administrative need ._75 years,
¢. Federal law _  years, f. Federef retention instructions ' years.
Attach copy or excerpt of laws or regulations, Explain administrative nead. '
. . N ' . .
12. Approved Disposition Instructions Thus agency recommends that the file series be cut off-at the end of ;azh.— ___ T T T T T
{Jcalendsr Year; BFiscal Year; CJOthet - ._ . . . . . ._ then,
_ 7 _ Federal 10/1i- 9/30
K] Hold in the current files area — . _ month(s) é_«__ . year{s) then . -
[ Transfer to local holding area; hold — e yearls); then
E] Transfer to State Records Center; hold ___2;_ year{s); then .
* & Destroy - - . - "
[J Transfer 1o State Archives for permanent retention,
{J Other (Specify)
*Do not destroy until all audit questions have been resolved.
These instructions apply to all prior and futurer’.‘iccﬁrﬁulaﬁoni"of ihe sefies.
ol -
Agency Head/Designee (Signature) | Re cords M—ma}agement Offncer (Signature) i Date
2 Elizabeth W. Crank 1. 9/15/78
. State Records Commit {Signature) Date
Recommendations in paragraph R
12 are approved, AD~/ > ?y
{If disapproved, attach letter
of explanation.) / 0 ]? 78-
- -l
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Application for Records Reténfloh Schedule

Food Stamp Program Federal Audit Files

Continuation page -3

6.

cal assistance to the County departments; and maintaining the
Food Stamp Manual and the State Plan for the Food Stamp Program.




